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MAILING LABELS

PURPOSE: To provide information on how to develop and print club member mailing labels.

SCOPE: Theinformation in thisguideisfor use by all personnel who have a need to develop
and print mailing labels.

GENERAL: Theinstructionsin this operational guide are provided as an “addendum” to the
information contained in Club Works User’s Guide to clarify procedures that should be used to
develop and print club membership mailing labels. It provides detailed instructions on selecting
the template to be used to produce the labels, devel oping the mailing label report, and creating
the actual mailing labels.

GUIDANCE:

See attached procedures for detailed instruction on the three-step process to develop and print
club membership mailing labels.

SUMMARY:

Preparing mailing labels involves the development of a membership information report (Excel
spreadsheet) via Club Works, which contains the names, and addresses of al club members.
The information in the report is then transferred to a Microsoft Word label “template” to allow
printing of actual mailing labels.




Developing and Printing Mail Labels

The following instructions will assist you in developing and printing mailing labels
for your membership. Preparing your mailing labels is a three-step process
which involves:

a. Selecting the template you want to use to produce your mailing labels
(either two-row format or three-row format)

b. Developing the mailing label report that contains the names and
addresses of your members via Club Works

c. Creating the actual mailing labels using the Microsoft Word “mail
merge” function

Section | — Selecting a Mail Label Template

1. Templates are used to produce 8"x11 ¥2” sheet of labels (depending upon your
requirement)
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- They can be developed from the two-row template

- If you do not already have the templates, call the Services Agency at
DSN 487-2353 to obtain them
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- They can be developed from the three-row template

2. Using the two-row or three-row templates included in your “label information
package,” save the label templates to a folder, e.g. (C:\TEMP)
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3. Todo so:

- Select “File”

- Click on “Save As...”
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4. Determine where you want to save the file by using the drop down arrow in
the “Save in” box

5. Give the file a name by entering the name in the “File Name” box
6. Click on “Save”

7. You can now close the screen



Section Il — Developing the Mailing Label Information Report

FIRSTUSA®  wa1come

tO (C1lub Works

Tzername:
Passwrord:

= ubmill

Click here if you forget your usernamepassward .

1. Log onto Club Works

- Enter you Username and Password — click on “Submit”
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siars epo mdministration

Welcome to Club Works!

2. Select “Reports”
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3. Select “Mailing Labels”
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Address List: | Select tem :I
Salect tam

Card Membaer kMailing Lisl
Card Membar Family Mailing
Club Member Mailing List
Clubs b rmbier Farmhy Mailing List

4. Select “Club Member Mailing List from the Select Mailing List drop down
window
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- Click on “Next”
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5. Under the “Labels Option” box

- Select the appropriate club
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- In the “Birth Month” box, select “All Months”

CIn
Club Works

MODE] [Fad]  [HELF [HOE]

mdministration

Home *» Repons > Mailing List > Club Member Mailing List

LABEL OPTIONS

Club: * [oeee OCLUE =]

Berth Maonth: * IA]I bManths =
Besrichon: * ISaIacﬂ ltem -

Select tem
Mo Festriciion
Card Type

Restnct To: ™

- In the “Restriction” box, select “Account Status”
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- In the “Restrict To” box, select “Active”
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- Click on “Submit”
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Note: This will produce your mailing label information report in a Microsoft Excel
spreadsheet format.
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6. Select “File”

- Click on “Save As,” give the file a name and save to a folder that you will
remember at a later time.

7. This completes the actions required to develop the mailing label information
report

- You can now close the screen
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Section Ill — Creating the Mailing Labels

K Miciozoll Wond

1 o vmal Lahel Prink Irstructions

2 W DN S TERMPRMLIRCAW

3 CAWINDOW S\ TEMPLMLZRCN

4 Ty DocumentslChub Membership Trarsfes

1. Open your Microsoft Word
- Select “File”
- Open the applicable Microsoft Word template file (two or three row) you

saved earlier under Section |

Note: If the message “filename.dot is a mail merge main document. Word
cannot find its data source, filename.xIs” is displayed, select “Options” then
select “Remove all merge info”
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2. Select “Tools

- Click on “Mail Merge”

W Miciozoll Word
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3. At the #2 function, select “Get Data”
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- Then click on “Open Data Source”

4. Go to the folder you saved the Excel spreadsheet label information data in
under Section Il

Note: Select “*XLS” file types

5. Select and open the filename containing your Excel spreadsheet label data
report

B Miciosoll Woid
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6. Select “OK” at the “Entire Spreadsheet”
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- Then click on “Merge” again

8. The data will now import into your mail label template for printing
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9. Recommend you save the completed mailing labels to a file

W Miciozoll Wond

DS &SR
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“CITT> «BTATEs x2IPa = TTWs <STATD= «ZI1F>
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CRDDPLEE_ LW AIDREFE_ 1» WADDPEES AR
fAANNDTER iy FENPDFYT T FAFNBF =Y 7%
= EED

- Select “File”

- Click on “Save As...”
Note: The mailing label template shown above and in the next several screen

prints is for illustration purposes only. The actual mailing labels will contain the
names and addresses of your members.
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aTIRST_NARMI> «IEITIAL>
ALAAT WML s
GATOREEE_in
¢|-|||-|,||.-v-u_v¢

- Determine where you want to save the file by using the drop down arrow

in the “Save in” box

Ele Edi View [reert Format Tooks Tgblke Window Help

| HNormal = | iZouner New

Ine=TEFETae

cw - B 2 Ul====}

w2 - A~

Fil= name: Mg Laneis

=

Sawa as bype: |'-'-'ur-:| Dracument

i

™
<ETRET _MaMEs «IMITIAL®
ALATT_BReTs

<ANTETIN 1=

ZANTRTAN B

CCITYD HTATER W2 IFp
B rede et valid !
<CIREIT_NAME: «IRITIAL:
<LATT FRT=
CRUDPEEE LW

sanmree e

z|4]

=
wFLRET_BAHEw [T [ALw
SLaxT_WHAEs

<ANDREND 1=

CANDREDS &=

WCLTEw GBTATES 45 1
g onde mot valid!

T IRST_MAMCs <INITIALw
AIT AT
SANDDESE_1®

EpnrmEr e e

T
AP LLET _Wi#le <INIT LALw
%L AST_SAME 5

«ADTEEAD_ L

«AOTEEAN_ 2%

ACITY® FIATLW® &5 IFW
Tap crale mod vahid?
«TTRZT_NWRIT» «INITIAL®
«LAAT WAME >

CEDUBETYE Lo

ETEUL T TR

- Give the file a name by entering the name in the “File Name” box
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- Click on “Save”

10. To print the mailing labels:

- Load your mailing label stock in your printer

i D ocumant

«FIRIT_HAMEC x> <INITIAL >
<LATT_B MIT

ARODPELIE L%
AROTPEIE_I#

aCITYx «3ATATET «<ZTIF T

T il il valid!

«ETRIT _MAREw «INITTAL >
CLATT_B R

CADITREETS_ 1>
CAITEETS_Ex

01T «3TATEN +3 I[P
iy awde mand valid !
EIRIT_MAamED «IMITIAL
ALAST_HRLTs

ZANTERID 12

ZANTELID F»

CCITYe WOITATER 2 LE»
B code nd valid !
«FIRIT_HAME > «INITIAL >
LLATT WM

CADIPERE_ L%

sanmuEE s v

I|_

[l
-

al
-
=

«TIEST_HAMEy xIHITIAL>
oL BST_WAME
HADDPEST_1»
FIDLPEST_2¥

«CITYT> x3TATE> «XIF®

T o moet wadial!
*F[EET_HAHEw «[HIT[ALw

W [T SBTATER SEIFw
g eods mot vahad |
wFLRET_MAE M LALS
+LAZT_WHIE>

«ATNDREAS 13

«ANDREAS &3

HCLTES ASTATEYS 43 1P%
s cnrde mat vatid !
+TIREST_HAEsy «IHITIAL®
= L5T WAMT

HADDPEEE_1»
ECUL UL

«TTREST _WAMT= <INTTIAL:
L AT _MAME
CADDFESE_Lg
CADDFESS_Z%

xf TT¥> <STATD= <ZIF>
T ool sk vilidl1

«FIRET_WADE <INIT ALY
2L AST_RMIE S
cESTEEST_Lw

TESTREST 2=

o0 IT%% «FFATDN «B1P%
Fip coads mod wabid

SPILET WG <INITLAL®
L A3T_RMIE &

AOTMEEAT i

EOTEEDT 2w

At IT¥s «FTATES «F 1%
Bip code mnd wuhid

<TIRST _WAMTs =INITIAL>
A1 A0T HAMT
GAINREES_Ln

shmmEE e e

EErIEREE:

& A IR

I e [Wow

BE FHxE=a@mT s - @

IﬂhﬁtmmmMMTﬁhﬁhdﬂwtﬂh

1. mal Lahel Prine Instructons

2 i\ \Maling Label Cps Guide Cover

3T Aagency LetterHead Template_

4 Ciiy Documents| Club Membiership Trarsfer

Exit

=TIEIT_HAC> x[HITIAL®
AL AST_WAME >
AEDDPEET_ 1k

YADDPEEET Z»

LCITTs TITATES xZTFs

T o nowt wralial!

P [EAT_MAEs o [MIT AL
SLATT_NAMES
CAODRE IS 1n
CADDRESD Zx

WO LT SETATES o3 1P
S oo de mat walid |

*F [RET_BAEs alHIT [alw
4L AT JNAEE >

ANCREAS 1z

LATDREDS 73

LT BT ATE® 48 1F%
WP oode not watid

«FIRIT_WAAE: «INIT JTAL
ZLAINT WAMT >
CADTIDESE L
AR T

EEIEN

T IRIT_HMIEy «[HITLAL®
L A0T WAMT: »
HADDPEES 1k
ECULU LY

rullsssEs s

®meE|O-2- A

«TTRST_HAMI> <THTTTAL>
1L AAT_HANE =
CEIDFEES_Li

YAIDFEES ZI®

TCTTVs £STATC> ZIF3
T coelle mod wilid?

AT LRET _WAREe <IN IT AL
SLAST_AMIE S
CAIDFEST_ 1w
SEIMEEIN_@x

Al IT¥% «ETATLw «B1Pw%
fap crde med wabid?

AP IRET_WalGe <IN LT LALY
%L AST_RMIE

«EOHERAT i

cEIMEEAT 23

Af LT «ETATE® «F 1w
Bp oo mot wahid
aTIRST_HAMT» «THITIAL»
AL AT HAMT s
SEINREEE_Lw
ol"ll'llll'l'“-'“'o

- Select “File”
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- Click on “Print”

“ Iserkfreroe Geld e | ' e -

Soue I— T | I—
<L ITYI
AFIRIT_NAAE: +INIT JAL > T [RST_BHAMEs «IEITIAL® #TIRTT_WAMT» aINTTIAL®
=L AIT_ TR +LA3T_WANE® +LAIT_FAME
CAIDNGEE_Ls BE_1 SADUREEE_Lv

AARMBTE R T EAMEDE R S REOTE R P

- Click on “OK”
11. Your labels will now print on the mailing label stock in your printer.

- This completes the steps necessary to produce your membership
mailing labels.
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